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[bookmark: _Toc224810010]Introduction
The Schools College Partnership (SCP) is a partnership between Edinburgh College, Local Authorities and schools in Edinburgh, East Lothian and Midlothian. The programme provides senior phase pupils with additional study options that may not be available to them in school. 
	
The college has around 2,000 pupils participating in SCP courses each year which provide opportunities for progression to further study or employment.  

The SCP offer encompasses core SCP provision; Foundation Apprenticeships; supported learning courses and bespoke tailored programmes developed in partnership with schools and local authorities.  The offer is aligned with national policy and key strategic drivers, and is informed by the SDS Data Hub and current Labour Market Intelligence.  The course offer will be reviewed annually with partners through the SCP Strategic Governance Group.  
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To ensure a consistent and equitable collaborative partnership approach to the recruitment, admission and retention of school pupils participating in SCP activity.  

This policy is aligned with the following college policies:

· Student Attendance and Engagement Policy and Procedure 
· Positive Behaviour Policy and Procedure 
· Student Charter
· Safeguarding Policy
· Equality Diversity and Inclusion Policy. 
· Data Protection Policy
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The SCP Recruitment and Admissions Policy applies to all learning activity delivered by the college to the following groups:
· Senior phase pupils who are studying a core SCP subject, college Foundation Apprenticeship or Intro to College course on campus, online or in an outreach setting. 
· School Leavers under the age of 16 who are still on the school roll, and enrolled on a full-time college course.

All recruitment and admission activities support and adhere to the College Equality Diversity and Inclusion Policy. 
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Pre-entry information and guidance should be provided by the College’s Schools team, Course Information team, School Guidance and Pupil Support teams and SDS Careers Advisors.  All senior phase pupils should be aware of and have access to the full SCP offer regardless of postcode or barriers to learning. 

A detailed SCP course offer will be issued in spreadsheet format to schools and SDS Careers Advisers in December to enable inclusion of the offer in course choice booklets and to support pupil coursing discussions.  Formal launch of the programme will take place in January. 

Up to date course information is provided on the College website to support applicants to identify the most appropriate course of study, based on interest, study level, ability and future career aspirations.

Information and guidance will be provided by the Schools team and wider 
College at course information and careers events, open days and course information sessions. This will provide potential students with information and guidance on courses, study levels, entry requirements, progression pathways, and career options.  Schools links are provided with an SCP Toolkit to support the coursing and admissions process.

Senior Phase pupils should apply for their course via the College website.   All applicants will be required to complete a personal statement as part of the application process.  Applications which do not have an appropriately completed personal statement will be returned.  

Personal Information
Applicants are required to register their personal details and provide their Scottish Candidate Number. To do this they will be required to input their name, date of birth, a valid email address and create a password. It is recommended that a current personal e-mail address is used as pre-entry college communication will be sent to that email address.

The applicant’s record will be checked with SQA to confirm they have (or are working towards) the appropriate entry qualifications for the course.   Schools will be required to confirm ‘working towards’ status of qualifications for S4 pupils. 

Course Entry Criteria
Along with stipulated entry requirements, some courses may require completion of a task as part of the entry criteria.   Tasks and timing of submission will be highlighted at the point of application and will be considered along with any specified entry requirements and the applicant’s personal statement. 

Due to the high demand for some courses, places may be limited.  Interested pupils may be required to participate in a course information session or selection process prior to application.  Attendance is mandatory and waiting lists will be implemented where places have been exceeded.   

School leavers who are under 16 at the start of their course will have an additional entry requirement which requests confirmation from their school that they support the application and that the young person is ready for study at college.  They will also be required to provide satisfactory ASN information.  This information should be uploaded to the college tracker portal prior to or at the point of application. 
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Where possible, the College will endeavour to offer all applicants a place on an SCP course.  This may not be the course of their first choice but every effort will be made to find a suitable alternative option. Courses will run subject to viable pupil numbers. 
Applicants will receive an email confirmation of their offer and will be provided with details of course induction and transition arrangements.   Information on pupil application status will be shared with Schools and SDS Advisors via the College Tracker Portal.  

Conditional offers will be reviewed after any application task deadline or SQA results date, as appropriate.  If the conditions have been met the offer status will be converted to ‘unconditional’ and an email communication will be sent to the applicant.  The application status will automatically update on the college tracker. 
Schools must inform the College if a pupil does not wish to take up their offer of a place. 
Pupils who are issued with a ‘no offer possible’ outcome will be referred back to their school guidance or pupil support to discuss alternatives. 
Self-enrolment 
Once an offer has been accepted applicants will be emailed a link to complete the self-enrolment process. Self-enrolment must be completed before courses commence.
The Schools team will support the application and enrolment process as required. 
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Schools are required to upload any relevant information on additional support needs/barriers to learning to the college tracker portal prior to the course start date. Where possible or appropriate this information will be shared with course lecturers to support learning. Details of the common themes from any universal assessment arrangements should also be shared by schools.  The College will generate subject specific evidence.  If a pupil receives 1-1 support at school it is expected that this support will transfer with them to College.  Two College-focused 16+ meetings will be arranged by SCP Coordinators with their school links and pupil support teams to discuss requirements for early leavers and SCP pupils transitioning to college. 
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Before courses commence successful applicants will be required to participate in a two-week SCP curriculum course induction and an SCP information session.    This is a mandatory requirement to support transition to college. Communication will be emailed to schools, Local Authorities and students confirming dates, times and arrangements. Any unauthorised absence may result in the course place being withdrawn.
Pupils and schools will be issued with an SCP Student Guide that outlines expectations of school pupils attending college.
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SCP Coordinators are responsible for the safety and wellbeing of SCP pupils attending college and for the provision of pastoral care on campus.   There is a designated SCP Coordinator assigned to each campus.  All SCP Coordinators complete relevant and up to date safeguarding training and follow due process for disclosure and reporting.  SCP Coordinators will engage as appropriate with school links to highlight and address pupil concerns.
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SCP pupils will be expected to attend courses as set out in their course timetable and attend regularly including during periods of exam or study leave.  They are required to inform their course lecturer or SCP/School Delivery Coordinator if they are unable to attend.
Lecturers will mark attendance on college registers at the start of class or as soon as possible thereafter. Live attendance updates are available on the college tracker portal.  Attendance reports will show live and cumulative percentage attendance from the start of the course to the current date. 
If a student’s attendance is giving cause for concern the SCP Coordinator will notify their school link.  Thereafter, a discussion will take place to review the situation and agree appropriate support/intervention, or withdrawal from the course.  
It is the responsibility of schools to inform their SCP/ School Delivery Coordinator if a pupil decides they do not wish to continue with their course and a withdrawal will be processed.  
If a student does not attend their course during the first four weeks of term and the absence is unauthorised their place on the course will be cancelled and their school will be notified 
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Three progress reports will be issued to schools to enable support and intervention measures to be put in place, as appropriate. 
An October Report will indicate how the pupil is settling into college and engaging with their course and will highlight any outstanding work or cause for concern.
· A December report will indicate achievement up to the end of the first semester and highlight whether the pupil is on track with their studies or will require support with outstanding work.
· A February report will indicate achievement to date and whether the pupil is on target to complete/achieve or will require support to complete any outstanding work.  

Outstanding work required to complete the course will be identified by the course lecturer and communicated to pupils, schools and SDS Advisers by SCP Coordinators.  The Schools team will work with College lecturers, SCP students and schools links to agree a plan to support completion and attainment.   Failure to complete outstanding work may lead to withdrawal from the course.
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All SCP Students are expected to conduct themselves in an appropriate manner and adhere to college policy.   Schools links will be informed of any SCP/ School Delivery pupils who are not attending or engaging in their course or whose behaviour is giving cause for concern.  The SCP Coordinator will work with their school link to support the student to address issues or re-engage at the earliest opportunity and pupils may be asked to adhere to a Learner Contract.   It is the responsibility of the school to inform parents or guardians of any issues arising. If no significant improvement is achieved and the student cannot complete their course the SCP or School Delivery Coordinator will commence the withdrawal process. 

Bespoke Delivery in schools or course delivery in a Local Authority outreach setting is covered by the individual School or Local Authority attendance and behaviour management policy/process.  College lecturers should be informed of the process before they commence face-to-face teaching off campus.
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SCP team
· [bookmark: _Hlk178609888]The Schools College Partnership team is responsible for overseeing all aspects of the SCP and School Delivery recruitment, admissions, engagement and withdrawal processes.
· A dedicated SCP/ School Delivery Coordinator will be allocated to each campus.
· The SCP/ School Delivery Coordinator will have regular contact with students, schools and lecturers.
· The SCP/ School Delivery Coordinator will provide support, pastoral care, guidance and information to students.
· The SCP/ School Delivery Coordinator will support with application and enrolment, where appropriate/necessary.
· The SCP Coordinator will provide information and support to class lecturers and schools. 
· The SCP Coordinator will raise any cause for concern with schools and adhere to the college Positive Behaviour Policy.
· SCP Coordinators will organise two college focused 16+ meetings per year with their designated school links to discuss early leavers and SCP pupils with barriers who are transitioning to college.
· SCP Coordinators will meet two times per year with their schools links at key points in the calendar to address any challenges and provide an update on admission timelines and the SCP toolkit.

SCP Student Responsibilities 
· Students will be expected to commit to engage fully in their course.
· Students will be expected to commit to attend their course regularly. including during prelims and exam leave and to be on time for SCP classes. 
· Students are required to behave in an appropriate manner and adhere to college policy.
· Students are advised to contact schools@edinburghcollege.ac.uk  if they are unable to attend college for any reason such as sickness or medical/dental appointments. All absence should be authorised in advance by schools and notified by email to schools@edinburghcollege.ac.uk.
· Students will be required to complete course work and tasks as set by lecturers. 
· Students are responsible for catching up on any work missed due to absence. 
· Students are required to adhere to timescales for submission of work. 
· Students should raise any concerns or requests for support with their SCP or School Delivery Coordinator. 


Edinburgh College Curriculum Staff are responsible for 
· Ensuring course entry requirements are accurate and are visible on the website. 
· Setting entry criteria and providing information on progression routes.
· Providing the Admissions team with outcomes from entry processes 
· Identifying alternative study options for unsuccessful applicants, where possible or refer to SCP Coordinator.
· Delivering course induction and SCP courses at agreed times. 
· Ensuring course work is available on Moodle and MS Teams where self- directed study is required. 
· Completing class registers on the day of study (preferably within 30 minutes of classes commencing). 
· Completing of pupil progress reports by the agreed deadline. 
· Completion of any required risk assessments.  
· Gaining approval in advance from their Head of Department for cancellation of courses or changes to campus. 
· Raising any pupils concerns with the SCP team. 

Edinburgh College School Delivery team is responsible for 
· Coordination of the delivery of School Delivery programmes. 
· Coordination of work placements and requirements. 
· Regular progress reporting to SDS.
· Raising any issues with pupil attendance, engagement or behavior with schools. 
· Providing evaluation reports for SDS. 
· Meeting regularly with curriculum staff to update on pupil progress.

The SCP Strategic Governance Group Is committed to:
· Developing the SCP curriculum, reviewing process and monitoring effective implementation of the policy.
· Providing collaborative solutions to collective SCP challenges.

Schools (and/or Local Authority) are responsible for ensuring that:

· All pupils have equitable access to the full SCP course offer.
· Pupils are appropriately coursed in line with entry requirements and meet the requirements of the course. 
· Pupils are adequately supported with the SCP application, induction, attendance and transition process. 
· Parents/ guardians receive reports on pupil progress. 
· Travel arrangements are put in place to ensure pupils arrive and depart college on time and costs are met by school where appropriate.
· Costs are covered for Personal Protective Equipment and any specialist KIT or equipment required and ensure payment is made within 12 weeks of the course start date.  
· Information regarding learning support in school, ASN or barriers to learning is provided at the time of application via the college tracker.
· Individual learning support provided to pupils in school transfers with them to their college class.
· Absence and potential impact on attainment is managed in partnership with college.
· Parents are informed of any escalated concerns regarding pupil behavior, attendance, progress or engagement.
· Progress reports are shared with parents or carers and any college remedial activity is managed in partnership with the College.

SDS are responsible for ensuring that:

· All pupils have equitable access to the full SCP course offer.
· Careers Advisers are aware of and knowledgeable about the full SCP offer. 
· Pupils are appropriately coursed in line with entry requirements and ability to meet the requirements of the course. 
· Pupils are adequately supported with the SCP application process and complete a personal statement. 
 
Student Experience team responsibilities:   

Learning Support team will provide specific advice and guidance relating to requirements for Alternative Assessment Arrangements for exams and assessments.
Student Records team will maintain the student records database in accordance with the requirements of the Data Protection Act.  Student recruitment information will be held electronically on the College database and retained for 7- academic sessions. 
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